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Abstract Plus Administrator Training Manual Introduction

Introduction

Overall Learning Objectives
The overall learning objectives for the Abstract Plus training course are

e Set up projects that can be assigned to abstracts.
e Set up critical missing fields.

e Set up display types.

e Set up display fields.

e Configure Abstract Plus.

e Manage Abstract Plus users.

The Abstract Plus Administrator Training Manual

This training manual contains seven chapters that will be reviewed and used during the
training session. Each chapter focuses on a specific section or topic and provides
explanations, instructions, and requirements.

User Support

For user support information, refer to the Registry Plus web site at
http://www.cdc.gov/cancer/registryplus/ap.htm. CDC supports the state central registry
and the state central registry supports its users.

System Requirements

For user system requirements information, refer to the Registry Plus web site at
http://www.cdc.gov/cancer/registryplus/ap.htm.
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Installing and Accessing Abstract Plus

The administrator of the system or someone who has administrative privileges installs
Abstract Plus on each user’s machine. The downloaded version of Abstract Plus is a
generic one. Most users will need a customized version of the software set up to meet the
requirements of a specific locale, usually a state or specific study.

To install and access Abstract Plus

1. Link to your Internet Web Browser (i.e., Internet Explorer, Netscape) by clicking on
the desk-top icon — or by clicking Start, selecting Programs, and then selecting the
Internet Web Browser link.

2. On the Web Browser, type in the following URL for the Registry Plus website and
press Enter

http://www.cdc.qgov/cancer/reqistryplus/

Be sure to read the section “Installing and Upgrading Abstract Plus.”

4. Under the “Installation” section, click the Download Abstract Plus to your
Computer link.

5. Click Download on the displayed page and follow all the prompts to download
Abstract Plus.

6. To access Abstract Plus, double-click the Abstract Plus icon (shown below) on your
desktop.

AL

AbsPlus, exe
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Chapter 1. The Basics

Learning Objectives
Upon the completion of this chapter, you will be able to

e Log into the system as an administrator.

e Change the administrator’s password.

Overview

After installing Abstract Plus and logging in using your user ID and password, any
attempt to perform an administrator function will result in the system displaying the
Administrator’s Password window. The system comes pre-loaded with an administrator
password, which you can change after you log in to the system as an administrator.

;‘5 You only need to enter the administrator password once during an
note  Abstract Plus session. All administrator functions become available
thereafter.
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Logging into Abstract Plus

After installing Abstract Plus, you can log in as a guest using the pre-loaded user ID and
password
To log in to Abstract Plus as a guest
1. From the Start menu, select Programs and select Abstract Plus.
2. Select AbsPlus to display the User ID window.
Result: The pre-loaded user ID information is pre-selected.

[Enter 3 character User D] [Fazswaord: 4-F characters]

OOE, JOHH DOE

]

3. Type guest in the Password field. Notice that the system does not display the
password, but for security purposes, displays asterisks instead. Passwords are not case
sensitive.

[Enter 3 character User D] [Fazewaord: 4-F characters)

DOE, JOHH

[ OC ]

4. Click OK.
Result: The system logs you in and displays the main Abstract Plus screen.
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i ABSTRACT Plus

D[]Sttt | [ (S (B [pes] EERR S
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Logging in as an Administrator

To log into Abstract Plus as an administrator
1. From the Administrator menu, select Projects.
Result: The Administrator’s Password window opens.

Administrator's Password =

Check Pazzward I Change Pazsword I

Enter Paszword: _

Cloze | w

2. Type admin in the Password field. Notice that the system does not display the
password, but for security purposes, displays asterisks instead.

Administrator's Password |

Check Password I Change Pazsword I

E nter Pazsword: “

Cloze | 7

3. Press Enter.

Result: The system accepts the password, closes the Administrator’s Password
window, and displays the Edit Projects for Abstract Identification window. All the
administrator’s functions also become available.
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The Basics

Edit Projects for Abstract Identification

Enter Project Mame

[15 characters Maximum]
Ex: SEER

Ligt of Current Projects

Enter Project (D
[Mumeric digit= 1 - 10]
Ex: 1 I_
| Add | | Change Hame |

| Delete || Cloge |

STATE
GEORGIA

4. Click Close to close the window and return to the main Abstract Plus screen.
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Changing the Administrator’'s Password

To change the administrator’s password
1. From the Administrator menu, select Administrator’s Password.
Result: The Administrator’s Password window opens.

Administrator's Password |

Check Pazzword I Change Pazsward I

E nter Pazzword: _

Cloze | 7

2. Type admin in the Password field. Notice that the system does not display the
password, but for security purposes, displays instead.

Administrator's Password |

Check Password I Change Pazsword I

E nter Pazsword: “

Cloze | 7

3. Press Enter.

Result: The system displays a message confirming that your password has been
accepted.
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The Basics

Administrator's Passwo

Check Paszword I Change Pazzward I

Administrator Pass

Enter F @ Password accepted.

x|

| Cloze

K

4. Click OK.

Result: The system grants access to the Change Password tab.

Administrator's Password

Check Pazsword Change Pazsword |

Enter Old Pazszsword

)

| Cloze

| 2

5. Type admin in the Enter Old Password field and press Enter.

Result: The system displays the Enter New Password field.

Administrator's Password

Check Pazzword  Change Pazsword |

Enter New Password

B

| Cloze

| 2

6. Type hello in the Enter New Password field and press Enter.
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Result: The system displays the Confirm New Password field.
k|
Check Pazsword Change Pazsword |

Confirm Hew Pazzword

| Cloze | 7

7. Type hello in the Confirm New Password field and press Enter.

Result: The system displays a confirmation message informing you that your
password has been changed.

Administrator’'s Passwo

|
Check Paszword  Change Pazsword |

Administrator Pass x|

(
@ Mew pass is confirmed.,

| Cloze | 7y

8. Click OK to close the confirmation window and return to the main Abstract Plus
screen.
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The Basics

The Abstract Plus Administration Menu

The Abstract Plus Administration menu is made up of options that allow you to carry out
all the necessary administrator’s tasks.

i, ABSTRACT Plus

File | administration Utiities Reports  Help

——  Critical Fields ...

Display Types ...
Display Fields ...

Swskem Configuration ...
User ID{Password ...
Administrator's Passward ...

Delete Current Abstract ...

The following tables describe the menu options.

Administration Menu

Use this menu option...

To...

Projects...

Edit the projects in Abstract Plus. This function is
available only to the Administrator.

Critical Fields...

Edit the critical fields in Abstract Plus. This
function is available only to the Administrator.

Display Types... Edit display types. This function is available only to
the Administrator.
Display Fields... Edit display fields. This function is available only

to the Administrator.

User ID/Password...

Edit user ID and/or password. This function is
available only to the Administrator.

Administrator’s
Password...

Edit the administrator’s password. This function is
available only to the Administrator.

System Configuration...

Configure preferences and edits. Save abstract
options.

Delete Current
Abstract...

Delete the currently displayed abstract.

March 2006
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Chapter 2: Setting up Projects

Learning Objectives

Upon the completion of this chapter, you will

e Create a project.
e Modify a project.

e Delete a project.

Overview

All abstracts must be attached to a project, and at least one project must exist in the
system. You can define up to 10 projects. Abstract Plus come pre-loaded with a project,
State, which is automatically attached to an abstract if no other project has been defined.
You can add, maintain, and delete a project. Each project name and ID must be unique.
You cannot delete a project to which an abstract is assigned.

Projects cannot be added or modified when a current abstract is
Important dlSpIayed
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Setting up Projects

Adding a project

To add a project

1. From the Administration menu, select Projects.

Result: The Edit Projects for Abstract Identification window opens.

Edit Projects for Abstract Identification k|
Enter Project Mame Enter Project 10 Li=t of Current Projects
[Mumeric digits 1 - 10] STATE
I Ex: 1 I_
[15 characters Maximum]
| Ex: SERR | Add || Changs Name |
| Delete || Cloge |
2. Type NAACR in the Enter Project Name field.
Edit Projects for Abstract Identification k|
Enter Project Mame Enter Project 10 Li=t of Current Projects
HARCR [Mumeric digits 1 - 10] STATE
I Ex: 1 I_
[15 characters Maximum]
_ Ex: SEER | Add || Change Hame |
| Delete || Cloge |
3. Assign an ID to the project by entering 2 in the Enter Project ID field.
Edit Projects for Abstract Identification |

Enter Project Mame Enter Project [D List of Current Projects
[Haacr [Mumeric digits 1 - 10] |2— STATE
Ex: 1
[15 characters Maximum]
_ Ex: SEER | &dd || Change Mame |
| Delete || Cloze |

4. Click Add.
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Result: The system adds the newly created project, NAACR, to the list of current
projects.

Edit Projects for Abstract Identification

Enter Project Mame ™ | [ Enter Project [T Li=t of Current Projects
IHAACR [Mumeric digits 1 - 10] |2_ 1 STATE
Ex: 1

[15 characters Maximum]
| Ex: SEER | gd.;i || Change Mame |

5. Click Close to close the Edit Projects for Abstract Identification window.
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Setting up Projects

Modifying a project

To modify a project

1. From the Administration menu, select Projects.

Result: The Edit Projects for Abstract Identification window opens.

Edit Projects for Abstract Identification k|

Enter Project Mame Enter Project 10 Li=t of Current Projects
[Mumeric digits 1 - 10] 1 STATE
| Ex: 1 I_ 2 HAACR
[15 characters Maximum]
_ Ex: SEER | Add || Change Hame |
| Delete || Cloge |
2. Select NAACR from the list current projects.
Result: The system populates the fields with the selected project’s information.
Edit Projects for Abstract Identification |

Enter Project Mame ]

|HAACR

[15 characters haximum]
Ex: SEER

Enter Project (D

List of Current Projects

Lh:::r:eriu: digit= 1 - 10] |2_
| Add | | Change Mame |

| Delete || Cloze |

STATE
HAACR

3. Change the project name to Georgia and click Change Name.

Result: The system changes the project name in the list of current projects.

Edit Projects for Abstract Identification

=iiay [Plajeel iz Enter Project D List of Current Projects
|GEORGIA [Mumeric digits 1 - 10] |2_ 1 STATE
Ex: 1
[15 characters Maximum]
| Ex SEER | add || Changeame |
| Delete || Cloze |
March 2006 15
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4. Click Close to close the Edit Projects for Abstract Identification window.
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Deleting a project

To delete a project
1. From the Administration menu, select Projects.

Result: The Edit Projects for Abstract Identification window opens.

Edit Projects for Abstract Identification k|
Enter Project Mame | [T Enter Project 10 Li=t of Current Projects
| [Mumeric digits 1 - 10] I_ 1 STATE
Ex: 1 2 GEORGIA
[15 characters Maximum]

. Ex: SEER : | o || Change Mame |

| Delete || Cloge |

2. Select Georgia from the list current projects.
Result: The system populates the fields with the selected project’s information.

Edit Projects for Abstract Identification |
Enter Project Mame | [ Enter Project ID List of Current Projects
|GEORGIA [Murmeriz digits 1 - 10] |2_ 1 STATE

Ex: 1

[15 characters haximum]
Ex: SEER

3. Click Delete.
Result: A confirmation window opens.

Edit Projects for Abstract Identificatior #

Enter Proisct Blarma ™ " Fxtar Praiack N I NEodo—xm

e e L n-=‘acte
Delete Project x|
IGEOR(
Deletion is only alowed if there are no existing abstracts assigned ko project GEORGIA,
Press Ok to beqgin deletion process,

[15 che @
Ex: SE
ok I Cancel
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Iimpartant Y OU cannot delete a project to which an abstract is assigned.

4. Click OK to begin the deletion process.

Result: Another confirmation window opens and highlights the project you want to
delete in the list of current projects.

Edit Projects for Abstract Identification ]

Enter Project Mame Enter Project 1D Lizt of Current Projects

[GEORGIA DELETE? %] 1 STATE

[15 characters Maximum] — Do you want ko delste?
Ex: SEER
. [ | Yes I Mo |
5. Click Yes.
Result: Another confirmation window opens informing you that the project has been
deleted.
Edit Projects for Abstract Identification #
Enter Project Mame | |'Enter Froject D List of Current Projects
[15 characters Maximum] Project GECRGIA is removed From the lisk,
Ex: SEER
6. Click OK.
Result: The system removes Georgia from the list of current projects.
August 2006
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Setting up Projects

Edit Projects for Abstract Identification

|
Enter Project Mame ™ | [ Enter Project [T Li=t of Current Projects
| LPiL:n:eru: digits 1 - 10] I_ 1 STATE
[15 characters Maximum]
| Ex: SEER | add || ChangeName |
(B [ oes |
|
7. Type Georgia in the Enter Project Name.
Type 2 in the Enter Project ID field.
Press Add to add Georgia again.
Result: The system adds Georgia back to the list of projects.
|

Enter Project Mame ]

IGEORGIA

[15 characters haximLm]
Ex: SEER

List of Current Projects

Enter Project 1D
[Mumeric digits 1 - 10] 5
Ex: 1 I_
| Edl:f || Change Mame |

| Delete || Cloge |

1

STATE

10. Click Close to close the Edit Projects for Abstract Identification window.

March 2006
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Chapter 3: Setting up Critical Missing Fields

Learning Objectives
Upon the completion of this chapter, you will
e Assign critical missing fields to a project.

e Remove critical missing fields from a project.

Overview

Critical missing fields are fields for which a user is required to enter a value. If data is
missing from a critical missing field, the system displays an error when running EDITS
and marks the abstract as incomplete. You can select a project and set up critical missing
fields for the project on the Critical Fields Selection window.
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Setting up Critical Missing Fields

Setting up critical fields in a project

To set up critical missing fields
1. From the Administration menu, select Critical Fields.
Result: The Critical Fields Selection window opens. Notice that the State project is

already selected and the critical missing fields selected for the project are listed in the
Selected Critical Missing Fields list box.

Critical Fields Selection

Fields available for Critical Mis=ing

Place Of Diagnosis

RH Text--BRM

RX Text--Chemo

Fi¥ Text--Hormone

F¥ Text--Cther

R¥ Text--Radistion (Beam)
Fi¥ Text--Radistion Cther
R¥ Text--Surgery
StateRequestor kems
Tewit--D Proc--Labk Tests
Text--D Proc--Cp
Tewt--0 Proc--Path
Text--Di Proc--PE
Text--DH Proc--Scopes
Text--DF Proc--X-ray/zcan
Text--Histology Title
Text--Primary Site Title
Text--Remarks
Text--Staging

Ahstract Reference D
Accession Mumber--Hosp
Adddr gt DX--Supplement
Addr Current--City

Addr Current--Mo & Street
Addr Current--Postal Code
Addr Current--State

Addr Current--Supplement!

]

2

Select Project

GEORGIA

LCancel

Selected Critical Mis=sing Fields

For STATE Clear List

Abstracted By

Aol at Di--City

Adddr gt DX--Mo & Street
Acldr at D--Postal Code
Al st DH--State

Age st Diagnosis

Birth Date

Birthplace

Clazss Of Case

COC Coding Sys--Current
Cournty st DX

Drate: of 13t Cortact

Diate of 15t Cre RA--COC
Diate Of Diagnosis

Date of Inpatient Adm
Dste of Inpatiert Disch
Drate Of Last Cortact
Diagnostic Confirmetion
FIM Coding System
Laterality

Medical Record Mumber
Marph Coding Sys--Current
MAACZCR Recard Yersion
Mame--First

Mame--Last
Phrysician--Follow-Ugp

|

2. Select Georgia from the Select Project list box.

Result: The system displays all the fields available to be designated as critical
missing fields in the list box on the left. Notice that the Selected Critical Missing
Fields list box is empty. This is because critical missing fields have not been assigned

to the project.

March 2006
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Critical Fields Selection

Selected Critical Mis=sing Fields

For GEORGIA Clear List

Fields available for Critical Mis=ing |

Place Of Diagnosis - 1
R Text--BRM :
RX Text--Chemo

Fi¥ Text--Hormone

F¥ Text--Cther

R¥ Text--Radistion (Beam)

Fi¥ Text--Radistion Cther

R¥ Text--Surgery

StateRequestor kems

Tewit--D Proc--Labk Tests

Text--D Proc--Cp

Tewt--0 Proc--Path

Text--Di Proc--PE

Text--DH Proc--Scopes

Text--DF Proc--X-ray/zcan

Text--Histology Title

Text--Primary Site Title

Text--Remarks

Text--Staging

Ahstract Reference D

Abstracted By

Accession Mumber--Hosp

Addr st DX--City

Addr &t DX--Mo & Strest

Addr at DX--Postal Code

Addr at DH--State

Addr at D¥--Supglement] d

Select Project
STATE
GEORGIA

3. Select Birth Date from the list of available fields and click

Result: The system moves the Birth Date field from the available list to the selected
list and highlights the next field.

Critical Fields Selection (modified)

Selected Critical Mis=sing Fields
For GEQRGIA

Fields available for Critical Mis=ing | Select Project

Addr at DX--State ;l 1 STATE
Acdddr st DX--Supplement!

Addddr Current--City

Addr Current--Mo & Street J
Addr Current--Postal Code

Addr Current--State

Addddr Current--Supplement!

Age st Disgnosis

Alcohol History

Archive FIM

Autopsy

Betaviar (73-91) ICD-C-1

Behavior (92-00) ICD-0-2

Behavior Code [CD-0-3

Clear List

Cancer Status

Causze Of Desth
Census Cod Svys 1970080090

Census Tr Cert 1970080590

Census Tr Certainty 2000

Cenzus Tract 1970050090

Cenzus Tract 2000

Census Tract Block Group

Clazs Of Casze

COC Coding Sys--Currert

COC Coding Sys--Criginal

Coding System For ECD d
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Setting up Critical Missing Fields

4. Move the following fields from the available list to the selected list.

Tip to locate.

~ Available critical fields are listed alphabetically making them easy

e Cancer Status

e Date of 1* Contact
e Date of Diagnosis
e Name—First

e Name—Last

e Primary Site

e Racel

e Telephone

e Tobacco History

Result: The selected fields now appear in the selected list box.

Critical Fields Selection {modified})

Fields available for Critical Missing

| Select Project

THM Clin M -]
Thitd Clin W

THM Clin Stage Group
T Clin Staged By
ThM Clin T

TR Edlition Murmber
ThM Cther Descriptor
TrM Cther b

TrM Cther M

THM Cther Stage Group
T Cther Staged By
Thitd Other T

T Path Descriptor
Thit Path bd

Tht Path M

THM Path Stage Group
THM Path Staged By
THM Path T

Tumar hiarker 4

Tumar Marker 2

Tumor Marker 3

Tumar Recard Mumber

Type Of Repotting Source

Unusual Fallow -Up bMethod

Wendar Mame

Wital Status j
-

Year First Seen This C&

’ 1 STATE

Selected Critical Missing Fields

For GEORGIA Clear List

Birth Date

Cancer Status
Diate of 13t Cortact
Date Of Disgnosis
Mame--First
Mame--Last
Primary Site

Race 1

5. Click Race 1 in the selected fields list box and click

Result: The system moves Race 1 from the selected fields list back to the available

list.

March 2006
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Critical Fields Selection (modified)

Fields available for Critical Mis=ing | Select Project Selected Critical Mis=sing Fields

Thib Clir b =] 1 STATE For GEORGIA Clear List
ThIM Cliri 1 Birth Date
T Clin Stage Group Cancer Status

THM Clin Staged By Date of 13t Contact

THM Clin T - ;
Thir Eclition Murmber Date Of Diagnosis

Mame--First
TR Cther Descriptor N:::..Lgﬂ
Thitd Cther b Primary Site
TR Cther M

Telephone

THM Cther Stage Group Tobacco History

THM Cther Staged By
Tt Cther T

THM Path Descriptor
Tht Path b

Tt Path M

THM Path Stage Group
T Path Staged By
Thitd Path T

Tumar arker 1

Tumor harker 2

Tumar Marker 3

Tumor Fecord Mumber
Type Of Reporting Source
Ursual Follosy-Ug Methaod
Wendar Mame

Wital Status

Wear First Seen Thig C&

Ll

6. Click OK.

Result: The system displays a window asking you to save your changes.

B

Do ou Wish ko Save Your Changes 7

7. Click Yes to confirm your changes and close the Critical Fields Selection window.
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Chapter 4. Setting up Display Types

Learning Objectives

Upon the completion of this chapter, you will

e Add adisplay type.

e Delete a display type.

Overview

Display types are used to define the abstract display. The administrator adds, maintains,
and deletes display types using the Edit Display Types window shown below. This
window is accessed through the Displays Types option under the Administration menu.

Edit Display Types £
List of Current Displays
Enter Dizplay Tepe Hame ] CEHTRLHPCR
CENTRLSEERRX
[STATE HPCR | Add | Close PAAPIDA
. PADC10.1
[15 characters haximum] | Delete | ? PALAB10.1

Ex: SEER D1 STATE HPCR

Display types cannot be added or deleted when a current abstract
Impartant is dISpIayed
A display type cannot be modified.
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Adding a display type

To add a display type

1. From the Administration menu, select Display Types.

Result: The Edit Display Types window opens.
El

Enter Dizplay Tepe Hame

ICEHTRLSEERRX

[15 characters haximum]
Ex: SEER D1

| Cloze

| 2

List of Current Displays
CEHTRLCOCRX
CEHTRLHPCR
CEHTRLSEERRX
PAAP10.1
PADC10.1
PALAB10.1

2. Type State NPCR in the Enter Display Type Name field.
|

Enter Dizplay Type Mame

List of Current Displ
CENTRLCOCRX
CEHTRLHPCR

[STATE HPCR | Add | Lloze CEHTRLSEERRX
. PAAP10.1
[15 chatacters Maximum] | Delete | & PADCAD.A
Ex: SEER D1 PALAB10.1
3. Click Add.

Result: The system adds the newly created display type, State NPCR, to the list of

current displays.

26
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Setting up Display Types

Edit Display Types

Enter Dizplay Tepe Hame

ISTATE HPCR

[15 characters haximum]
Ex: SEER D1

| Cloze

Delete

e8]

List of Current Displays

CEHNTRLHPCR
CEHTRLSEEREX
PAAP10.1

PADC10.1
PALAE10.1
STATE HPCR

B

4. Click Close to close the Edit Projects for Abstract Identification window.
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Deleting a display type

To delete a display type
1. From the Administration menu, select Display Types.
Result: The Edit Display Types window opens.

Edit Display Types £

List of Current Displays

Enter Dizplay Tepe Hame ] CEHTRLCOCRX,
CEHTRLHPCR

[CENTRLSEERRX | Add | Llose CENTRLSEERRX

. PAAP10.1
[15 characters haximum] | Delete | ? PADC10.1
Ex: SEER D1 PALABA0.1 d

2. Select State NPCR from the list of current display types.

Result: The system populates the Enter Display Type field with the selected display
type.

Edit Display Types £

List of Current Displays

Enter Dizplay Type Mame CENTRLHPCR
CEHTRLSEERRX

[STATE HPCR | Add | Close PAAPADA

. PADC10.A1
[15 characters Maximum] | Delete | ? PALAB1I].1
Ex: SEER D1 STATE HPCR
3. Click Delete.

Result: A confirmation window opens asking if you want to delete the highlighted
display type.
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Edit Display Types #|

List of Current Displ

Enter Dizplay Tope Mame | CEHNTRLHPCR ‘I
CEHNTRLSEERRX

[STATE HPCR DELETE? 2l panp10.4

. PADC10.1
[15 characters haximum] Do wou want ko delete? PALAB10.1
Ex: SEER D1 -
! No

4. Click Yes.

Result: Another confirmation window opens informing you that the project has been
deleted.

x

Display Type STATE MPCR is remaved From the lisk,

5. Click OK.
Result: State NPCR no longer appears on the list.
6. Add the State NPCR display type again.
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Chapter 5: Setting up Display Fields

Learning Objectives
Upon the completion of this chapter, you will

e Add display fields to a display type.
e Organize display fields under a heading.
e Assign properties to display fields.

Overview

Display fields are assigned to display types and classified under headings using the
Display Fields Selection screen described below.

Display types define which fields appear on an abstract, the order, defined groupings or
sections. Display types also determine the properties, e.g., which fields are visible,
invisible, or protected, and the default values.

Display fields available to
be assigned to a display

type.

Display fields assigned to
the display type.

Display Fields Seleclion

Fields in|Display Type:

Fields avgilable for Display:

| Desplay Type: IR Clear List

Ahstract Reference’|D ﬂ | CENTRLSEERRX - PATIENT J CONFIDENTIAL
Addr gt DX--Supplemert] [CEMTRLCOCRE N lees =
Addr Current--City CEHTRLHPCR. Nﬁlrn\?——’:fil31
Ay Current--No & Street PAAP10.1 Jd| Name“m'.r i
Addr Current--Postal Code Name--ml o =]
Addr Current--State Sl

Mame--Prefix

Addr Current--Supplement!

f Iame--Zutfix
:Ic?]hol HFI|?\|10W Saveds Marme--Alias
rchive ! MName--SpouzeParent

Autopsy . y

X Social Security Mumber
Behavior (73-917 1CD-0-1
Behavior Cade ICD-0-3 | R R

DEMOGRAPHIC
Ao at Di--City
Addr gt DX--State
Courty at DX
Al &t D--Postal Code

Section headings for Display:

TREATWENT - SUBSG. & OTHER
STATEREQUESTOR ITEMS

OTHER - CONFIDENTIAL Telephone
DEATH CLEARAMNCE Race 1
A SpanishiHispanic Origin
Birth Date

IH
-~
I ronEene IIB H
L

:ge at Diagnosis Frint Display
e

tdarital Status at DX
Text--Usual Gocupstion
Text--Usual Industry Ll

Create | Rename | Delete |

Section headings for
classifying display
fields.
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The following table describes the buttons on the Display Fields Selection window.

Use this button...

To...

Create Create a new section heading.

Rename Assign a new name to an existing section heading.
Delete Delete a section heading.

Save As Change the name of the currently displayed type.
OK Save the selections on the window.

Cancel Close the window without saving the information.

Add a display field to a display type by moving the
selected display field from the Fields available for
Display list box to the Fields in Display Type list box.

Remove a display field from a display type by moving
the selected display fields from the Fields in the Display
Type list box back to the Fields available for Display list
box.

Clear List

Remove all the select display fields from the Fields in
Display Type list box and moves them to the Fields
available for Display list box.

A

Move the selected field up by one place in the Display
Type list box.

w Move the selected display field down by one place in the
Display Type list box.
Properties Assign properties to the selected display field.
Print Display Send the selected display fields to a file that you can

view and print.

L2

Open the help information for the Display Fields
Selection window.
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Adding display fields to a display type

To add display fields

1. From the Administration menu, select Display Fields.

Result: The Display Field Selection window opens.

Notice that a display type is already selected and the fields in the selected display
type are listed in the Fields in Display Type list box on the left.

Display Fields selection

Fields available for Display:

Addr Current--Postal Code
Addr Current--State

Adddr Current--Supplement!
Alcohol History

Archive FIR

Autopsy

Behavior (73-91) ICD-0-1
Behavior Code [CD-0-3

Section headings for Display:

||

TREATWENT - EUBSG. & OTHER
STATEREGQUESTOR ITEMS
OTHER - COMFIDENTIAL

CEATH CLEARANCE

Create | Rename

Delete |

LCancel

1=
s

| Display Type:
Abstract Reference D ﬂ CEHTRLSEERRX -
Addr at DH--Supplement] ‘CENTRLCOCRX
Addr Current--City CEHTRLHPCR
Addr Current--hao & Street PAAP101 LI

Fields in Display Type:
For CENTRLCOCRX

Clear List

PATIEMT - CONFIDEMTIAL
Mame--Last
Mame--First
Mame--Micldle
Mame--haiden
Mame--Prefix
Mame--Suffix
Mame--Aliaz
Mame--SpouseParent
Social Security Mumber
Acddr at D--Mo & Street

DEMOGRAPHIC
Addr gt Dx--City
Addr at DH--State
County st DX
Acdr at D--Postal Code
Telephone
Race 1
SpanishHispanic Origin
Birthplace
Birth Date
Age st Diagnosis
Sex
Marital Status at D
Text--Usual Qoccupstion
Text--Usual Industry

Properties

Erint Dizplay

II reonEsns IIB H
Lz

2. Select State NPCR from the list of Display Type list box.

Result: The system populates the Enter Display Type field with the selected display
type. Notice that the Fields in Display Type list box is empty. This is because display
fields have not been assigned to the selected display type.
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Display Fields selection

Fields available for Display: = Fields in Display Type:
Doy Ty
FIN Coding System f’ PAAP1D.1 |
A st DX--City PALAB10.1
Agdr st DX--State PADC10.1
Courty at DK 'STATE HPCR hd

Addr &t DX--Postal Codde
Marital Status st D
Race 1

Race Coding Sys--Current
Race Coding Sys--Original

SpanishHizpanic Crigin

Sex

Age st Diagnosis ;I
Section headings for Display:

TREATWENT - SUBSG. & OTHER -

STATEREQUESTOR ITEMS

OTHER - COMFIDENTIAL

CEATH CLEARANCE

SYETEM FELDS

DEMOGRAPHIC

SYETEM FELDS

CAMNCER IDEMTIFICATION

HOSPITAL SPECIFIC

STAGEPROGHNOSTIC FACTORS LI

Create | Rename | Delete |

Erint Dizplay

II -

3. Select Name--Last from the Fields available For Display list box and click

»

Result: The system moves the Name--Last field from the available list to the selected

list and highlights the next field.

Display Fields Selection {(modified)

Fields available for Display: - Fields in Display Type:
Display Type: For STATEHPCR [N
COC Coding Sys—Current a|| |[rasP10.4 2| | pen
COC Coding Sys--Original PALAB10.1 L)
PADC10.1
Marme--Middle = h
Matne--Prefix
Marme--Suffiz
Matme--Alias

Mame--SpouseParent
Medical Record Mumber

Military Record Mo Suffix
Social Security Mumber

Adddlr 5t D¥--No & Strest 4|

Section headings for Display: l—»
TREATWENT - SUBSGQ. & OTHER -
STATEREQUESTOR ITEMS

OTHER - COMFIDENTIAL
CEATH CLEARANCE
SYETEM FELDS
SYWETEM FELDZ
DEMOGRAPHIC
CAMNCER IDEMTIFICATION
HOSPITAL SPECIFIC

STAGEPROGHNOSTIC FACTORS LI

Create | Rename | Delete |

Properties

Erint Dizplay

II -
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4. Move Name--First and Name--Middle, and Social Security Fields from the Fields

Result: The Name--First, Name--Middle, and Social Security fields now appear in
the selected list box.

available For Display list box and click

Display Fields Selection {modified}

Fields available for Display: Dianlow T (A= Ity e
isplay Type: LA clear List  [X]
COC Coding Sys--Currant a|| |pasP10. | o =
COC Coding Sys--Original PALAB10.1 Moo Fat
Narme--Frefix PADC10.1 szgr«:: e
Mame--Suffix — ad Security Number
Mame--Alias "

Mame--SpouseParent
Medical Record Mumber
Military Record Mo Suffix

Addr &t DX--Mo & Street

Telephone

Mame--Maiden

Institution Referred From ﬂ

Section headings for Display:

TREATMENT - SUBSQ. & OTHER N
STATEREGUESTOR ITEMS

OTHER - CONFIDENTIAL

DEATH CLEARANCE

S¥STEM FIELDS

S¥STEM FIELDS

DEMOGRAPHIC

CANCER: IDENTIFICATION Frint Display
HOSPITAL SPECIFIC

STAGEPROGNOSTIC FACTORS =l

Propertiez

II ronEene IIB H
L

Create | Rename | Delete |

5. Select Patient - Confidential heading from the Section headings for Display list box

Result: The system moves the selected heading to the Fields in Display Type list box.

and click
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Display Fields Selection {(modified)

Fields available for Display:

Display Type:

COC Coding Sys--Currert
COC Coding Sys--COriginal
Mame--Prefix
Mame--Suffix
Mame--&lias
Mame--Spousefarent
Medical Record Mumbear
Military Record Mo Suffix
Addr &t DX--Mo & Street
Telephone

Mame--taicen

Institution Referrad From

Section headings for Display:

PAAP101
PALAB10A

PADC10.1

SYWETEM FELDZ
DEMOGRAPHIC

CAMNCER IDEMTIFICATION
HOSPITAL SPECIFIC
STAGEPROGHNOSTIC FACTORS
TREATWENT - 15T COURSE
F-UPRECURRENCEDEATH

SYWETEM FIELDS.
SPITAL - CONFIDENTIAL

Create | Rename

OWER-RIDESCONYERSIONSSY STEM ADMIN.

Delete |

Fields in Display Type:
For STATE HPCR
Mame--Last
Mame--First
Iame--hicdle
PATIENT -
Social Security Mumber

JFIDEMTIAL

Clear List

Properties

Erint Dizplay

II -

6. With Patient - Confidential still highlighted, click \Z

place and click it two more times to move it up two more places.

I move the heading up one

Result: Patient - Confidential moves to the top of the selected display fields. Name--
Last, Name--First, Name--Middle, and Social Security Number are now designated as
display fields under the Patient--Confidential heading.

Display Fields Selection {(modified)

Fields available for Display:

Display Type:

COC Coding Sys--Currert
COC Coding Sys--COriginal
Mame--Prefix
Mame--Suffix
Mame--&lias
Mame--Spousefarent
Medical Record Mumbear
Military Record Mo Suffix
Addr &t DX--Mo & Street
Telephone

Mame--taicen

Institution Referrad From

Section headings for Display:

PAAP101
PALAB10A
PADC10.1

SYWETEM FELDZ
DEMOGRAPHIC
CAMNCER IDEMTIFICATION
HOSPITAL SPECIFIC
STAGEPROGHNOSTIC FACTORS
TREATWENT - 15T COURSE
F-UPRECURRENCEDEATH
OWER-RIDESCONYERSIONSSY STEM ADMIN.
SYWETEM FIELDS.

JSPITAL - CONFIDENTIAL

Create | Rename

Delete |

Fields in Display Type:
For STATE HPCR
PATIENT -
Mame--Last
Mame--First
Mame--Micdle
Social Security Mumber

JFIDEMTIAL

Clear List

Properties

Erint Dizplay

II -
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With Social Security Number selected, move the Birth Date field into the Fields in
Display Type list box.

Move the following fields into the Fields in Display Type list box and designate them
as fields under the Demographic heading.

Birth Place
County at DX

Result: The selected fields now appear under the Fields in Display Type list.

Display Fields Selection {modified)

Fields available for Display:

Display Type:
FIM Coding System i’ PAAP10A1
Addr st DX--City PALAB10.1
Ay st 0-- PADC10.1

Addr st DX--|
Marital Status
Race 1

Race Coding Sys--Current
Race Coding Sys--Original
SpanishMHispanic Origin

Sex
Age gt Diagnosis
Texd--Usual Occupation LI
Section headings for Display: |—|»
SYSTEM FIELDS |
CEMOGRAPHIC

CAMCER IDEMTIFICATION

HOZPITAL SPECIFIC

STAGEPROGHOSTIC FACTORS

TREATMENT - 15T COURSE
F-UPRECURRENCEDEATH
ONER-RIDESHCONYERSICMISY STEM ADMIN.
SYWETEM FIELDS.

HOSPITAL - CONFIDENTIAL 57

Create | Rename Delete |

Fields in Display Type:
For STATE HPCR Clear List

PATIEMT - COMFIDEMTIAL

Mame--Last

Mame--First

Iame--iddle

Social Security Mumber

Birth Date

Birthplace

Courty st DX

Properties

II ronEEne EB H
L

Frint Dizplay

9. Assign the Birth Date, Birth Place, and County at DX fields to the Demographic

heading.

Result: The selected fields now appear under Demographic in the selected fields list.
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Display Fields Selection {(modified)

Fields available for Display:

Display Type:
FIM Coding System ﬂ PAAP10.1
Addr at DH--City PALAB10.1
Addr at DX--State PADC10.1

Addr &t DX--Postal Code

Marital Status st O

Race 1

Race Coding Sys--Current

Race Coding Sys--Originsl

SpanishMHispanic Crigin

Sex

Age st Disgnosis

Text--Usual Occupation ;I

Section headings for Display:

SYSTEM FIELDS -]
SYSTEM FIELDS

CAMCER IDENTIFICATION

HOSFITAL SPECIFIC

STAGEPROGNOSTIC FACTORS

TREATMENT - 15T COURSE
F-UP/RECIRRENCEDEATH
OVER-RIDESICONYERSIONIS Y STEM ADMIN.
SYSTEM FIELDS.

HOSPITAL - COMNFIDENTISL -

Rename

Create | Delete |

1=
s

LCancel

Fields in Display Type:
For STATEHPCR e g NEY

PATIEMT - CONFIDEMTIAL
Mame--Last
Mame--First
Mame--Micdle
Social Security Mumber
DEMOGRAPHIC

Birth Date
Birthplace
Courty at DX

Erint Dizplay

reonEsns IID H
Lz

10. Move the following fields into the Fields in Display Type list box and designate them

as fields under Cancer Identification heading.

Date of Diagnosis
Primary Site
Histology (92-00) ICD-0-2

Result: The fields appear in the Fields in Display Type list under the designated
heading.
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Display Fields Selection {(modified)

Fields available for Display: Fields in Display Type:

Y ——— PMP‘ID;S‘:"W Tvpe: T A Clear List
b e e ;I [ ;I PATIEMT - COMFIDENTIAL
Sex JiE PALAB10.1 N len]
Age st Disgnosis PADC10.1 Name--F.aSt
Text--Usual Occupation - Name--w:!’ddl
Tewt--Lisual Incustry ame--Middle
Laterality Social Security Mumber
DEMOGRAPHIC

Behaviar (92-00) ICD-0-2

Birth Diate
Gradz Savehs i
Site Coding Sy s--Currert Birthplace

Site Coding Svys--Crigingl County I_ ,, ACER [DEMTIFICATION
Morph Coding Sys--Current At R

Marph Coding Sys--Originl 4| Erai::a?J g;;gnosns

Histology (92-00) ICD-C-2

Section headings for Display:

DEATH CLEARAMNCE ﬂ
SYETEM FELDS

SYWETEM FIELDS

HOSPITAL SPECIFIC

STAGEPROGHNOSTIC FACTORS

TREATWENT - 15T COURSE
F-UPRECURRENCEDEATH

IH
s
reonEsns IIB H
Lz

OWER-RIDES/COMYERSIONSSY STEM ADMIM, LCancel Erint Dizplay
SYSTEM FIELDS.
HOSPITAL - COMFIDEMTIAL =

Create | Rename Delete |

11. Move the following fields into the Fields in Display Type list box and designate them
as fields under the Hospital Specific heading.

e Accession Number—Hospital
o Date of 1% Contact
e Class of Case

Result: The fields appear in the Fields in Display Type list under the designated
heading.

38 August 2006



Abstract Plus Administrator Training Manual

Setting up Display Fields

Display Fields Selection {(modified)

Fields available for Display:

Display Type:

Morph Coding Sys--Currert
Morph Coding Sy s--Criginl
Disgnostic Confirmation
Type Of Reporting Source
Repotting Hospital
Sequence Number--Hospital
Abstracted By

Date of Inpatient Disch
SEER Summary Stage 1977
EQD--Tumor Size

Regional Modes Positive
Regional Modes Examined

Section headings for Display:

[
==

PAAP101
PALAB10A
PADC10.1

QTHER - COMFIDENTIAL
DEATH CLEARANCE
SYETEM FIELDS

=Y ETEM FIELDE

TREATWENT - 15T COURSE
F-UPRECURRENCEDEATH
OWER-RIDESCONYERSIONSSY STEM ADMIN.
SYWETEM FIELDS.

HOSPITAL - CONFIDENTIAL

Create | Rename

-

Delete |

Fields in Display Type:
For STATE HPCR Clear List

PATIEMT - CONFIDEMTIAL
Mame--Last
Mame--First
Mame--Micldle
Social Security Mumber
DEMOGRAPHIC
Birth Date
Birthplace
Courty at DX
CAMCER IDEMTIFICATION
Diste Of Diagnosis
Primaty Site
Histalogy (92-007 [C0-0-2

Accession Mumber--Hosp
Dste of 15t Contact
Clazs Of Case

Erint Dizplay

II -
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Assigning properties to display fields within a display type

To assign properties

1. Select the Social Security Number field in the Fields in Display Type list box and
click Properties.

Result: The Properties: Social Security Number pop-up window opens.
A

[ Protected [when zelected, cannot be edited by uzerf

[T Inwisible [wWhen selected, will not be visible but can still participate in edits and receive default values)

D efault Y alue: |

ok Cancel |

2. Select the Protected check box and type 000-00-0000 in the Default Value field.
£

¥ Protected [when selected, cannat be edited by uzerf

[T lewizible Pafhen selected, will not be visible but can sl participate in edits and receive default values)

Default VW alue: ||:||:||:|_|:||:|.|:||:||:||:|

ok LCancel |

3. Click OK.

Result: The Properties window closes. Notice that the system displays the properties
you assigned to the Social Security Number field. P indicates that the field is
protected and the default value also appears on the same line.

40 August 2006



Abstract Plus Administrator Training Manual Setting up Display Fields

Display Fields Selection |

Fields in Display Type:

Display Type: For STATEMPCR  [SltldNE
Morph Coding Sys--Currert PAAP10.1 ;I
Morph Coding Sys--Origini TG FATIENT - CONFIDENTIAL

Diagnostic Confirmation PADC10.1 mame":;_ai
Type Of Reporting Source - Sme--Fir:

Fields available for Display:

L L

Reparting Hosgpital Iame--Middle

S Mumber--Hospital Security Mumber
Azg:reanc?:d ;;n ST DEMOGRAPHIC

Date of Inpstient Dizch C i glz: [lilaie
SEER Summary Stage 1577 = IFnplace

i County &t DX =
EQD--Tumor Size
Regional Modes Positive bte Of DF:ANCE.R IDEMTIFICATICN e
Regional Modes Exatnined LI Primeary S;{ZQHUS'S 3
Section headings for Display: Histology aggéloz'?'?.&l.CLDS_géglFlc ﬁ
OTHER - COMFIDEMTIAL -] Accession Mumber--Hosp E
DEATH CLEARAMCE - Dste of 15t Contact e
SYSTEM FIELDS Class Of Case
S ETEM FIELDS

STAGE IC F AL
TREATWENT - 15T COURSE
F-UPRECURRENCEDEATH

OWER-RIDESCONYERSIONSSY STEM ADMIN. Erint Display

SYSTEM FIELDS.
HOSPITAL - COMFIDEMTIAL =
Create | Rename Delete |

4. Select the County at DX field under Demographic and click Properties.
Result: The Properties: County at DX pop-up window opens.

Properties: County at DX Al

[~ Protected [when zelected, cannot be edited by uzer

[T lewizble [Pahen selected, will not be visible but can sl participate in edits and receive default values)

D efault Y alue:; |

(] Cancel |

5. Select the Invisible check box and type Cobb in the Default Value field.
£l

[~ Protected [when selected, cannat be edited by uzerf

v Inwigble [When selected, will not be visible but can still participate in edits and receive default values]

D efault ¥/ alue: ||:|:|E:B

ok LCancel |
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6. Click OK.
Result: The Properties window closes. Notice that the system displays the properties
you assigned to the County at DX field. “i” indicates that the field is invisible and the
default value also appears.
Display Fields Selection
- - - Fields in Display Type:
Fields available for Display: e . ST p WC:':: L
Morph Coding Sys--Currert d PAAP10A1 RATIENT - COMFIDENTIAL
Morph Coding Sy s--Criginl 1 PALAB10.A Namme—Last -
Diagnostic Confirmation PADCA0.1 y
Type Of Reporting Source mame“;“;‘;l
zewi”g F;JDSF’ES' Hosaial SEE:I“SeIcur?ty Number  p,=000-00-0000
e ;;” S . DEMOGRAPHIC
Date of Inpatient Disch BiiEss
SEER Summary Stage 1977 B lace
EOD--Tumar Size County st DX i, =COBB =
Regional Modes Positive CANCE.R LRI IE] &
Regional Modes Examined ﬂ Eraitr:a?; g;:agnoS'S S
Section headings for Display: Histalogy Sgégﬂ? .al.CLDS-SI;(Q:IFI e ﬁ
OTHER - COMFIDENTIAL ;I Accession Number--Hosp C
DEATH CLEARANCE Ty e Cntac ®
SYSTEM FIELDS EEESOulEEE
SYSTEM FIELDS
STAGEPROGMNOSTIC FACTORS
TREATMENT - 15T COURSE
F-UPRECURRENCEDEATH
OWER-RIDESICONVERSIONIS Y STEM ADMIN. Cancel Prirt Displ
HOSPITAL - COMFIDENTIAL -
Create | Rename Delete |
7. Click OK to save the display fields you selected.
Result: A confirmation window opens.
%
Do Yo Syish bo Save Your Changes ¢
Mo
8. Click Yes to confirm your changes.
Result: Another confirmation window opens asking if you want to continue making
changes.
x
Zontinue to make changes!
: Cancel |
42 August 2006




Abstract Plus Administrator Training Manual Setting up Display Fields

9. Click Cancel to close the Display Fields Selection window.
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Chapter 6: Configuring Abstract Plus

Learning Objectives
Upon the completion of this chapter, you will

o Create a configuration.

e Set configuration options.

e Set EDITS Options for the configuration.
e Set preferences for a configuration.

Overview

The System Configuration window, shown below, allows you to set up different
configurations in Abstract Plus and assign a configuration name and description to each
configuration you set up. You can create a new configuration, copy an existing
configuration and save it as a new one, or remove a configuration from the system. You
can access the System Configuration window using the System Configuration option
under the Administration menu. The window has the following three tabs: EDITS
Options, Preferences, and Configuration.

System Configuration: COCRX #
e o
ELQITS options Preferences

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Dizplay Type
| CENTRLCOCRx =

Edit Set
| Central: %510 NPCR Required [

Select Collaborative Staging Calculations
IVI_ SEERTY [~ SEERZ000 [ alcc

Configuration Name: [FilE: B = 5ot us Dafauli
Description [F=TE]

Until you become very familiar with the consequences of each
impartant  POSSible configuration, use the defaults.
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The Configuration tab

Use the Configuration tab, shown below, to define a display type, edit set, and
collaborative staging for a configuration. When working with an abstract, a configuration
be changed by simply selecting another available configuration from the Configuration
drop-down list. The last used configuration becomes the default for newly opened ones
until you change it.

System Configuration: COCRX |
I o

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
| CENTRLCOCRK =l

Edit Set
| Central: %510 NPCR Required =l

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration Name: [FilE: B 5=t s Defauli
Description  |[R=H]

xj Unlike the changes to the EDITS options and Preferences tabs that are
note  Visible upon login, changes to the Configuration tab become
immediately visible in the system.
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Creating a new configuration

To create a configuration
1. From the Administration menu, select System Configuration.
Result: The System Configuration window opens.

System Configuration: COCRX

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
| CENTRLCOCRK =l

Edit Set
| Central: %510 NPCR Required

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration Name: [FilE: B 5=t s Defauli
Description  |[R=H]

2. Click New.
Result: The system displays an untitled configuration.
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System Configuration: Untitled |
" )
EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
|ALL FIELDS =l

Edit Set
IGroupbleak - Reporting Hospital j

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration Name: W Szt a: Defauli
Description

3. Complete the fields in the Configuration tab as follows
¢ In the Configuration Name field, type SEER CONFIG.
e In the Description field, type SEER CONFIG TEST.
e From the Display Type drop-down list, select STATE NPCR.
e From the Edit Set drop-down list, select SEER Edits - Vs 10 - Part 1.
¢ Inthe Select Collaborative Staging Calculations field, select SEER2000.
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System Configuration: Untitled

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
|STATE NPCR =l

Edit Set
| SEER Edits - ¥s10 - Part 1

Select Collaborative Staging Calculations
IVI- SEERTY v SEER2000 [~ AlCC

Configuration Name: [ESIRNGEE ) Tl e i
Description | NNEERIT]

4. Click Save.
Result: The Save Configuration As window opens.

Save Configuration As |

Configuration name:

|SEEFH COMFIG | | —

rences
Cancel

ALL FIELDIS
COCR:®
MPCH

Py default

PADC10.1 mediately upon
FalLAB10

In abstract grid:
SEERR:

* Denotes default application configuratiarn.

|STATE NPCR =l
Edit Set
| SEER Edits - ¥+10 - Part 1 =l

Select Collabaorative Staging Calculations
’7|_ SEERYY [+ SEERZ000 [T AICC
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5. Click OK to save the new configuration and close the window. Notice that the new
configuration name now appears at the top of the window.

System Configuration: SEER CONFIG |

EDITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Dizplay Type
|STATE NPCR =l

Edit Sat
| SEER Edits - V510 - Part 1

Select Callaborative Staging Calculations
IVI_ SEERTFY W SEERZ000 [ alcc

Configuration Hame:  ESS=ERI3[E S| W 5=t a Defauli
Description | HSENNEERIE]

6. Click Close to close the System Configuration window.
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Copying a configuration

To copy a configuration
1. From the Administration menu, select System Configuration.
Result: The System Configuration window opens.

System Configuration: COCRX

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
| CENTRLCOCRK =l

Edit Set
| Central: %510 NPCR Required

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration Name: [FilE: B 5=t s Defauli
Description  |[R=H]

2. Click SaveAs.
Result: The Save Configuration As pop-up window opens.
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Save Configuration As £

Configuration name:

|EDEHK |

[ENCEE

Cancel

it

ALLFIELDS

MPCR
P4, default _
mediately upo

FaDC104 | |
PaLAET0.1 In abstract gric

SEER COMFIG
* Denates default application configuration.

|CENTRLCOCRX

Edit Set
| Certral: 4510 NPCR Required

3. Inthe Configuration Name field, type SEER CONFIG2 and click OK.
Result: The system saves the newly copied configuration as SEER CONFIG2.

System Configuration: SEER CONFIGZ2 #

EDITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Dizplay Type
| CENTRLCOCRx =

Edit Set
| Central: %510 NPCR Required

Select Collaborative Staging Calculations
IVI_ SEERTY [~ SEERZ000 [ alcc

Configuration Name: [EIIRIGER S| W 5=t us Dafaule
Description [F=TE]

BT BT DS S

4. Click Close to close the System Configuration window.
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Modifying a configuration

To modify a configuration
1. From the Administration menu, select System Configuration.
Result: The System Configuration window opens.

System Configuration: COCRX

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
| CENTRLCOCRK =l

Edit Set
| Central: %510 NPCR Required

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration Name: [FilE: B 5=t s Defauli
Description  |[R=H]

2. Inthe Configuration Name field, select SEER CONFIG.
Change the Description to Central.

4. Click Save.
Result: The system saves your changes.
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System Configuration: SEER CONFIG |

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
|STATE NPCR =l

Edit Set
| SEER Edits - ¥s10 - Part 1

Select Collaborative Staging Calculations
IVI- SEERTY v SEER2000 [~ AlCC

Configuration Name:  EY=EREIE M| M Set u: Defuk
Description  |[R=H]

5. Click Close to close the System Configuration window.
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Deleting a configuration

To delete a configuration
1. From the Administration menu, select System Configuration.
Result: The System Configuration window opens.

System Configuration: COCRX

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
|STATE NPCR =l

Edit Set
| Central: %510 NPCR Required

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration Name: [FilE: B 5=t s Defauli
Description  |EE™EIS;)

2. In the Configuration Name field, select SEER CONFIG2.
3. Click Remove.
Result: The Remove Configuration pop-up window opens.

D x|
€ Configuration name: | Remove I
[SEER CONFIG2 | =
E Cancel |
E MNPCR -
P, default
PADCI01
PALABT0

SEER COMFIG
| iSEER COMFIGS

* Denotes default application configuration.
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4. Click Remove.
Result: Another confirmation pop-up window opens.

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

M Remove Configuration

[ Configuratinn namea- .

SEER cm x|

NPCR SEER. COMFIGZ cel
Py default

Ackive Configuration Selected!
EEEEQEJ Do wou want bo delete this configuration #

SEER COt

Ln
£
a
L

E

Yes Mo |

* Denates

10FL.

5. Click Yes.

Result: The system removes the configuration from the system. Notice that although
the deleted configuration name (SEER CONFIG2) is still displayed in the
Configuration Name field, it no longer appears in the drop-down list and the System
Configuration name at the top of the window is “Untitled”.

System Configuration: Untitled |

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Dizplay Type
| CENTRLCOCRK =l

Edit Set
| Central: 510 NPCR Required

Select Collaborative Staging Calculations
|V|- SEER?Y [~ SEER2000 [~ AICC

Configuration Name: EIGIEIGEER | B Szt ows Defauli
Description  |[F=T]
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6. Click Close.
Result: The system displays a pop-up window informing you that the displayed
configuration is not saved.

Configquration changes seen immediately upon
change of Configuration name in abstract grid:

Dizplay Type
|CENTRLCOCR: -

Save configuration? x|

Intitled

Edit Set

IEentraI: Wel0 MF &

Configuration has not been saved,
Do wou wish bo save it now?

Select Collabe IV—I 5 = |
|]. SEERTT &5 0 ance

7. Click No to close the pop-up window.
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The EDITS Options tab

Use the EDITS Options tab, shown below, to set the parameters for EDITS, the program
that checks abstracts for errors. The tab displays the selected edit set and display type.
The administrator can click Configure Individual Edits to further set up more edit
options for each edit option in the edit set.

The configuration of the options allows maximum flexibility, allowing you to specify
exactly which edits are to be run against your data, and the conditions under which they
will run. Edits can even be configured individually to define a display type, edit set, and
collaborative stage calculation for a configuration. The available edit sets are in the Edit
Set field and the selected display types are in the Display Type field.

System Configuration: COCRX |

Preferences Configuration

Edit Set Dizplay Type
|Central V10 NPCR Required |STATE NPCR

" Edit Execution Options
[ Skip Empty [v Skip Failed [ Suppress Wamings Configure Individual Edits

I Edit Execution Points
¥ Run Record Edits WWhen ébstract Opened

¥ Run Single-Field Edit on Change of Field Value

[~ Bun Multi-Field Edits if Single-Field Passed on Change
[~ Run Multi-Field Edit on Movement to Mew Field
[v Run Record Edits When Abstract Saved

" Date Boundaries [enter all dates in mm/dd/cowy format]

Lower Bound D ate: Upper Bound [ D ate: Upper Bound FU Diate:

ID‘I 0141573 I‘I 24312004 |12x'31 /2004
| Review Edit Activity I

Configuration Hame:  [RilRed | = 5ot a: Defauli
Description [

;‘3 Changes to the EDITS options are not immediate; they are visible the
hote  NEXt time the user logs into the system.
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Creating a new Edit set for a configuration

To create an Edit set
1. From the Administration menu, select System Configuration.
Result: The System Configuration window opens.

System Configuration: COCRX

EQITS options Preferences

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
|STATE NPCR =l

Edit Set
| Central: %510 NPCR Required =l

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration

Configuration Name: [FilE: B 5=t s Defauli
Description  |[R=H]

2. Select the EDITS options tab.
Result: The system displays the EDITS options tab.

Cloze
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System Configuration: COCRX

Preferences Configuration

Edit Set Dizplay Type
|Central V10 NPCR Required |STATE NPCR

" Edit Execution Optiohs
™ Skip Empty [ Skip Eailed ™ Suppress Wamings Canfigure Individual Edits

" Edit Execution Points
[V Fun Fecord Edits When &bstract Opened
[V Fun Single-Field Edit on Change of Field Walue

I~ Run Multi-Field Edits if Single-Field Passed on Change
I~ Run Multi-Field Edit on Movement to Mew Field
¥ Run Record Edits When Abstract 5 aved

" Date Boundaries [enter all dates in mm/dd/copy format]

Lawser Bound D ate: Upper Bound D D ate: Upper Bound FU Drate:

ID‘I /A1973 I‘I 2432004 |12.-"31 /2004
| Review Edit Activity I

Configuration Name: [FilE: B 5=t s Defauli
Description  |[R=H]

3. From the Configuration Name drop-down list, select SEER CONFIG.

Result: The system displays the selected configuration.
=

EDITS options Preferences Configuration

Edit Set Display Type
JSEER Edits - V510 - Part 1 |STATE NPCR

" Edit Execution Options
[ Skip Empty [~ Skip Failed [ Suppress Wamings Configure Individual Edits

[ Edit Execution Paints
[v Run Record Edits WWhen dbstract Dpened

[v Run Single-Field Edit on Change of Field Value

v Bun tulti-Field Edits if Single-Field Passed on Change
v Run Multi-Field Edit on Movement to Mew Field
[V Fun Record Edits When Abstract Saved

" Date Boundaries [enter all dates in mm/dd/cop format]

Lower Bound Drate: Upper Bound [ Date: Upper Bound FU Date:

ID'I A1A1573 IDSJD3;"2DDE |D3HEI3J2008
| Fieview Edit Activity I

Configuration Name:

Description [F=TE]

4. Click the Configure Individual Edits button.
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Result: The Individual Edit Configuration window opens.

Edit Set: SEER Edits - ¥s10 - Part 1 [100 Edits)

[Double Chick on an edit cell to change an option for that edit]

Edit Mame HES]
[Dizplayed in order of execution] Edit Set | Supprezs| Skip | Skip | Suppress| Mo
Optionz Edit Empty® [ Fail* | %Warning® | Skips

Colurn Totals - [10] [ 11]] [0] [0 [0]

Age at Diagnoziz [SEER AGEDE) e

Behavior [73-91] ICD-0-1 [SEER] Ve

Behavior [SEER BEHAYIOR] Ve

Behavior ICDO3 [COC) ez

Birth Date [MAACCHE DATEEDIT] Ve

Birthplace [SEER POE] ez

Cauze of Death [SEER COD] ez

Cenzuz Cod Sys 1970/80/90 [SEER RESSYST) Yes

Cenzus Tr Cert 1970/80/90 [SEER CEMSCERT] Ves

-

* Column Optionz may be combined.

o ]

Cancel

5. Complete the fields in the Individual Edit Configuration window as follows

e Inthe Age at Diagnosis row, double-click the cells under the Skip Empty and

Suppress Warning columns.

e Inthe Birth Date row, double-click the cell under the Suppress Warning column.

e In the Birthplace row, double-click in the cell under the Suppress Edit column.

Result: The system selects the selected edit by displaying Yes in the selected column.
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Individual Edit Configuration ]

Edit Set: SEER Edits - ¥s10 - Part 1 [100 Edits)
[Double Chick on an edit cell to change an option for that edit]

Edit Mame ze =
[Dizplaved in order of execution] Edit Set | Supprezs| Skip | Skip | Suppresz| Mo
O ptionz Edit Empty* [ Faill® | “Waring®| Skips [
Column Totals - [57] [1] 1] [0] [2] [0]
Age at Diagnoziz [SEER AGED) ez ez
Behavior [73-91) ICD-0-1 [SEER] Tes
Behavior [SEER BEEHAYIOR] Yes
Behavior ICDO3 [COC] Yes
Birth Date [MNAACCE DATEEDIT] Yes
Birthplace [SEER POE]
Cauze of Death [SEER COD] ez
Cenzuz Cod Sys 1970/80/90 [SEER RESSYST) Ve
Cenzuz Tr Cert 1970/80/90 [SEER CEMSCERT] Ve hd
* Colurmn Dptions may be cormbined.

] 4 I LCancel |

6. Click OK to save your edits and close the Individual Edit Configuration window.
7. Complete the EDITS options tab as follows
e De-select the Run Multi-Field Edits if Single-Field Passed on Change check box.
e Change the date in the Lower Bound Date field to 01/01/1990.
£

Preferences Configuratian

Edit Set Digplay Type
JSEER Edits - 510 - Part 1 |STATE NPCR

" Edit Execution Options
Iv Skip Emply [ Skip Failed Iv Suppress Warnings Canfigure Individual Edits

[ Edit Execution Paoints
¥ Run Recaord Edits When Sbstract Opened

¥ Run Single-Figld Edit on Change of Field Walue
I~ Run Multi-Field Edits if Single-Field Passed on Chanage
¥ Run Multi-Field Edit on Mavement to Mew Field

[V Run Record Edits When Abstract Saved

" Date Boundaries [enter all dates in mm/dd/cow format]
Lower Bound Date: Upper Bound [ Date: Upper Bound FU Diate:

ID‘I A01/15390 IDS!DSHEDDE IDSHDBJEDDE
| Rieview Edit Achivity I

Configuration Name: [EIERNGEE | B Szt ows Defauli
Description  |[F=T
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8. Click Save.
Result: The system saves the Edit set.
9. Click Close to close the window.

DENISE, WHAT DOES THE REVIEW EDIT ACTIVITY BUTTON DO?
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The Preferences tab

Use the Preferences tab, shown below, to control functions that change when an abstract
is saved, such as automatically filling the abstractor ID, setting the default database and
backup database/restore folders, calculating the age of a patient at time of diagnosis, etc.

These options are normally the same for all configurations.

L

- =

< ltisadvisable to keep the Preferences and EDITS options in sync.

<2~ Forexample, INCLUDE EXAMPLE HERE OF HOW TO KEEP

=
=

Tip  THE TWO IN SYNC.

System Configuration: COCRX

EDITS options

—éutomatically Fill &bstractor 107
{* ‘Yes " No

Configuratian

— Select Databasze Folder
" Yes

—dutomatically Ovenarite Wendor 1077
" Wes % No

" Change D ate Caze Completed?
" Yes

— Pazzword Protect "Export AI" Function?
(* ‘Yes

Mo

" Disable

—ige at Diagnosiz Calculation

~ Autornatically Calculate
(" Calculate on F5 Keppress
* Do not calculate

r— Default Database Folder

IE:\Absplus\mdbs

Browse |

— Default Backup/R estore Folder

IC: habzpluztmdbz

Browse |

Configuration Name: [SilEzrd | B Szt ows Defauli

Description  |[F=T

Save

LCloze:

;‘5 Changes to the Preferences tab are not immediate; for the most part,

Hote

they are visible the next time the user logs into the system.
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Creating preferences for a configuration

To create preferences for a configuration
1. From the Administration menu, select System Configuration.
Result: The System Configuration window opens.

System Configuration: COCRX

EQITS options Preferences Configuration

Configuration changes seen immediately upon
change of Configuration name in abstract grid:

Display Type
|STATE NPCR =l

Edit Set
| Central: %510 NPCR Required

Select Collaborative Staging Calculations
IVI- SEERTY [~ SEER2000 [~ AlCC

Configuration Name: [FilE: B 5=t s Defauli
Description  |[R=H]

2. Select the Preferences tab.
Result: The system displays the Preferences tab.
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System Configuration: COCRX

EQITS options

—dutomatically Fill Abstractor 107
{+ ‘Yes " No

—Autornatically Overwrite Wendar 107
" Yes {* No

— Paszword Protect "Export A" Function?
{* ‘Yes
" Mo
" Disahle

—iige at Diagnosiz Calculation

~ Automatically Calculate
{~ Calculate on F5 Keppress
{* Do not calculate

Configuration

r Select Database Folder
" Yes

" Change Date Caze Completed?
" Yes

f* No

r— Default Database Folder

|C:\f3«bsplus'\mdbs

Browse |

r— Default Backup/Restore Falder

IC: habzplustmdbsh

Browse |

Configuration Name: [FilE: S| B 5=t oas Defauli
Description  |[R=H]

Save

Remove

Cloze

3. From the Configuration Name drop-down list, select SEER CONFIG.

Result: The system displays the selected configuration.
=

ELQITS options

—dutomatically Fill Abstractor 107
i+ Wes = No

—dutomatically Dvenarite Wendor [D?
~ YWes * No

— Password Pratect "Expaort AI" Function?
{+ ‘Yes
" No
" Disahle

—ige at Diagnosiz Calculation

(" Automatically Calculate
(" Calculate on F5 Keppress
{+ Do not calculate

Configuration Name:

Freferences

Configuration

r— Select Database Folder
" Yes

[ Change Date Casze Completed?
" Yes

r— Default Database Folder

|C:\Absplus'\mdbs

Browse |

— Default Backup/Restore Folder

|EZ: Yabsplustmdbst

Browse |

Description [F=TE]

Remove

4. Complete the fields on the Preferences tab as follows
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¢ Inthe Automatically Overwrite Vendor ID field, select No.

¢ In the Password Protect “Export All” Function field, select No.

e Inthe Age at Diagnosis field, select Automatically Calculate.
K|

EDITS options

—éutomatically Fill &bstractor 107
" Wes % No

—dutomatically Ovenarite Wendor 1077
" Wes % No

Configuratian

— Select Databasze Folder
" Yes

" Change D ate Caze Completed?
" Yes

f* No

— Pazzword Protect "Export AI" Function?
~ Yes
{* Mo
" Disable

—ige at Diagnosiz Calculation

+ Autornatically Calculate
(" Calculate on F5 Keppress
" Do not calculate

r— Default Database Folder

IE:\Absplus\mdbs

Browse |

— Default Backup/R estore Folder

IC: habzpluztmdbz

Browse |

Configuration Name: [EIERNGEE | B Szt ows Defauli
Description  |[F=T

Save

5. Click Save.

Result: The system saves the information.

6. Click Close to close the System Configuration window.

LCloze:
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Chapter 7. Managing Users

Learning Objectives

Upon the completion of this chapter, you will

e Add a user.
e Change a user’s password.
e Change the current user.

e Remove a user from the system.

Overview

You can add users to the system, change a user’s password, change the current user, and
delete users in a location on the Edit User ID/Password window shown below. You can
access the window using the User ID/Password option under the Administration menu.
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Edit User ID/Password
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Adding a user

To add a user to the system
1. From the Administration menu, select User ID/Password.
Result: The Edit User ID/Password window opens.

Edit User ID/Password A
Uzer Hame

[ - 25 characterz] e.q. Harrizan, Ford, J

Uzer ID

[3 characters] [4 - 7 characters]

Select user then select option for change or Add Hew:

"~ Delete User {~ Change Password " Change Current Lser

User
DOE, JOHH (Use "GUEST" ag password) DOE

Current Lzer 1D | DOE

2. Click Add New.
Result: The system highlights and displays a cursor in the User Name field.
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Edit User ID/Password A
User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {~ Change Current Lser

User
DOE, JOHH (Use "GUEST" ag password) DOE

Add New Current Llzer ID:| DOE

3. Type Smith, Jane A. in the User Name field and press the TAB key.
Result: The system highlights and displays a cursor in the User ID field.

70 August 2006



Abstract Plus Administrator Training Manual Managing Users

Edit User ID/Password |

e

I User Hame

[5- 25 characters] e.g. Hamison, Ford, J

I User ID

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {~ Change Current Lser

User
DOE, JOHH (Use "GUEST" ag password) DOE

Add New Current Llzer ID:| DOE

4. Type JAS in the User ID field and press the TAB key.

Result: The system highlights and displays a cursor in the next (Enter Password)
field.

March 2006 71



Managing Users Abstract Plus Administrator Training Manual

Edit User ID/Password A

I User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID Enter Password
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {~ Change Current Lser

User
DOE, JOHH (Use "GUEST" ag password) DOE

Add New Current Llzer ID:| DOE

5. Type test123 in the Enter Password field.
Result: For security purposes, the system displays the password as asterisks.

It is recommended that you keep a record of all the passwords you

impartant  aSSign to users in case you have to change them. DENISE, | JUST
MADE IT UP BECAUSE IT SEEMS TO ME THAT IF YOU
NEED TO CHANGE SOMEONE’S PASSWORD FOR SOME
REASON AND YOU DON’T KNOW THE PASSWORD,
YOU’D HAVE TO DELETE THE USER AND RE-AD
INSTEAD OF JUST CHANGING THE PASSWORD.
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Edit User ID/Password A

I User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID Enter Password
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {~ Change Current Lser

User
DOE, JOHH (Use "GUEST" ag password) DOE

Add New Current Llzer ID:| DOE

6. Press Enter.
Result: The system changes the Enter Password field to Confirm Password.
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Edit User ID/Password A

I User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID Confirm Pagsword
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {~ Change Current Lser

User
DOE, JOHH (Use "GUEST" ag password) DOE

Add New Current Llzer ID:| DOE

7. Type test123 in the Confirm Password field to confirm the password and press Enter.

Result: The system adds the new user, Smith, Jane A., to the system. The name and
user ID appear on the User list.
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Edit User ID/Password

User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID

[3 characters]

[4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer

{~ Change Pazzword

{~ Change Current Lser

Uzer

RUBYLEWIS

Add Mew

RUB

DOE, JOHH (Use "GUEST" ag password) DOE

Current User ID; | BUB

SMITH, JAHE A. JAS

iClose

8. Click Close to close the Edit User ID/Password window.
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Changing a user’s password

To change the password of an existing user

You must know the user’s current password in order to change it.
Imp-ortant

1. From the Administration menu, select User ID/Password.
Result: The Edit User ID/Password window opens.

Edit User ID/Password k|

S

User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {~ Change Current Lser

Uzer

DOE, JOHH (Use "GUEST" ag password) DOE
SMITH, JAHE A. JAS

add Newd Current Lzer 1D | DOE

2. Select Smith, Jane A. from the list of users.
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Edit User ID/Password |

S

User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {~ Change Current Lser

User
DOE, JOHH (Use "GUEST" as password) DOE
:SMITH, JAHE A. JAS

Add New Current Llzer ID:| DOE

3. Select the Change Password option under Select user then select option for change or
Add New field.

Result:, The system displays the selected user’s information in the User Name and
User ID fields and also displays and highlights the Enter Old Password field.
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Edit User ID/Password A
Change Password
User Hame
SMITH, JAHE A.

[5- 25 characters] e.g. Hamison, Ford, J

User ID Enter Old Password
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {* Change Pazzword {~ Change Current Lser

Uzer

DOE, JOHH (Use "GUEST" as password) DOE
SMITH, JAHE A. JAS

Add New Current Llzer ID:| DOE

4. Type test123 in the Enter Old Password field.
Result: For security reasons, the system displays the password as asterisks.
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Edit User ID/Password A
Change Password
User Hame
SMITH, JAHE A.

[5- 25 characters] e.g. Hamison, Ford, J

User ID Enter Old Password
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {* Change Pazzword {~ Change Current Lser

Uzer

DOE, JOHH (Use "GUEST" as password) DOE
SMITH, JAHE A. JAS

Add New Current Llzer ID:| DOE

5. Press Enter.
Result: The system changes the Enter Old Password field to Enter New Password.
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Edit User ID/Password A
Change Password

User Hame

SMITH, JAHE A.
[5- 25 characters] e.g. Hamison, Ford, J

User ID Enter Hew Password
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {* Change Pazzword {~ Change Current Lser

Uzer

DOE, JOHH (Use "GUEST" as password) DOE
SMITH, JAHE A. JAS

Add New Current Llzer ID:| DOE

6. Type newtest in the Enter New Password field and press Enter.

Result: The system changes the Enter New Password field to Confirm Password.
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Edit User ID/Password A
Change Password
User Hame
SMITH, JAHE A.

[5- 25 characters] e.g. Hamison, Ford, J

User ID Confirm Pagsword
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {* Change Pazzword {~ Change Current Lser

Uzer

DOE, JOHH (Use "GUEST" as password) DOE
SMITH, JAHE A. JAS

Add New Current Llzer ID:| DOE

7. Type newtest in the Confirm Password field and press Enter.
Result: The system displays a message confirming the change.
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Edit User ID,/Password A
Change Pas=sword
Uzer Hame
SMITH, JAHE A.

[5 - 26 characters] e.g. Harizan, Fard, J

User ID Confirm Password
JAS
[3 characts AESPLUS EI

Password is successfully changed.

Select user then zel

" Delete User hange Current Lser

O=ET
DOE, JOHH (Use "GUEST" as password) DOE

SMITH, JAHE A. JAS

£dd New Current User ID;| DOE

8. Click OK to close the confirmation window and click Close to close the Edit User
ID/Password window.
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Changing the current user

To change a current user
1. From the Administration menu, select User ID/Password.

Result: The Edit User ID/Password window opens. Notice the ID displayed in the
Current User ID field. Notice that the Current User ID field displays DOE.

Edit User ID/Password #
U=er Hame

[5- 25 characters] e.g. Harizan, Ford, J

U=er ID

[3 characters] [4 - ¥ characters]

Select user then szelect option for change or Add Hew:

" Delete User {~ Change Password " Change Curent User
U=er
DOE, JOHH {Use "GUEST" as password) DOE
SMITH, JANE A. JAS

Add Nev: Current Lzer [D: | DOE

2. Select Smith, Jane A. from the list of users and select the Change Current User option
under the Select user then select option for change or Add New field.

Result: The system displays the selected user’s information in the User Name, User
ID fields and also displays and highlights the Enter Password field.
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Edit User ID/Password |
Change Current User

User Hame

SMITH, JAHE A.
[5- 25 characters] e.g. Hamison, Ford, J

User ID Enter Password
JAS

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {* Change Current Lser

Uzer

DOE, JOHH (Use "GUEST" as password) DOE
SMITH, JAHE A. JAS

Add New Current Llzer ID:| DOE

3. Type newtest in the Enter Password field and press Enter.

Result: The system changes the current user ID to Jane Smith’s user ID. Notice that

the Current User ID field now displays JAS.
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Edit User ID/Password A
User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {* Change Current Lser

User
DOE, JOHH (Use "GUEST" as password) DOE

SMITH, JAHE A. JAS

Add New Current Llzer ID:| JAS

4. Change the current user ID back to the previous user’s.
Result: The system displays the previous user’s ID.
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Edit User ID/Password A
User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

" Delete Uszer {~ Change Pazzword {* Change Current Lser

Uzer

DOE, JOHH (Use "GUEST" as password) DOE
SMITH, JAHE A. JAS

Add New Current User ID: | DOE

5. Click Close to close the Edit User ID/Password window.
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Removing a user from the system

To remove a user
1. From the Administration menu, select User ID/Password.
Result: The Edit User ID/Password window opens.

Edit User ID/Password A
Uzer Hame

[ - 25 characterz] e.q. Harrizan, Ford, J

Uzer ID

[3 characters] [4 - 7 characters]

Select user then select option for change or Add Hew:

"~ Delete User {~ Change Password " Change Current Lser
User
DOE, JOHH (Use "GUEST" ag password) DOE
SMITH, JAHNE A. JAS

add Newd Current Llzer ID:| DOE

2. Select Smith, Jane A. from the list of users and select the Delete User option under
the Select user then select option for change or Add New field.

Result: The system deletes the selected user.
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Edit User ID/Password |

User Hame

[5- 25 characters] e.g. Hamison, Ford, J

User ID

[3 characters] [4 - ¥ characters]

Select uzer then zelect option for change or Add Hew:

{~ Change Pazzword {~ Change Current Lser

User
DOE, JOHH (Use "GUEST" ag password) DOE

Add New Current Llzer ID:| DOE

~.““  Make sure you want to remove a user before you select the Delete
= User option because the system immediately deletes the selected
Tip user.

You cannot delete the current user.
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